Classified Performance Evaluation System
Instructions for the AgCenter Online System
www.lsuagcenter.net/cpes

Questions regarding the new system should be directed to Katie Hay
225/578‐4631 or khay@agcenter.lsu.edu
HRM Office, 103 Efferson Hall, Baton Rouge, LA 70803
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www.lsuagcenter.net/cpes

Classified Employees will see this menu.

Supervisors of classified employees will
see this menu.
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Supervisors: Current Evaluations

Supervisors should see all of the classified
employees that they supervise listed under
Current Evaluations.
CPES pulls from the directory, so if the
information is incorrect in the directory, it
will probably be incorrect in CPES as well.
If you do not see one of your employees
listed here, please call or email Katie Hay at
225/578‐4631 or khay@agcenter.lsu.edu

According to the Legend,
the Red Star indicates that
the Planning Sessions for
these employees have not
been started.

The supervisor can
click on the View/Edit
Action to begin the
planning session for
an employee.
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Creating a Planning Session

Check to make sure Evaluating Supervisor
(Approver 1) and Second Level Evaluator
(Approver 2) are correct.
Make sure supervisory question is answered
correctly.

If any of these items are not correct, changes
can be made by clicking the edit button.
(More on page 18)

If all information above is correct, begin Planning
Session by selecting the appropriate template
from the drop down menu.
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Creating Planning Session

Choose the template that best fits the employee’s
position. Then click the Create Plan button to
create the Planning Session.
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Expectations

Once you create the Planning Session for the
employee, you will see three items in the menu
bar: Expectations (Goals), Documentation, and
Approvals.
To access each page, click on the item in the

We are currently viewing the Expectations
page. The goals (factors) are listed here.

There are 4 different types of expectations:
Behavior, Task, Mission, and Supervision (for
those employees in a supervisory position).
Each employee must have AT LEAST ONE of
each type of expectation.
Continued on next page…
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Expectations

Each expectation can be edited or even deleted.

And new expectations can be added.
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Editing Expectations

To edit the expectation,
click on the edit button.

You can change the expectation by
adding additional comments.
You can also change the expectation
by selecting a different expectation
from the drop‐down menu.

Don’t forget to click Save
when you are finished editing
an expectation. You can click
Cancel if you decide not to
make any changes after all.
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Deleting Expectations

Additional comments added to expectation.

To Delete an expectation, click on
the delete button.

“Overall Unit Support” expectation has been
deleted.
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Adding a New Expectation

To add a New Expectation, select
the type of expectation from the
drop‐down menu.

Then select the specific expectation
from the drop‐down menu.

Type in any additional
comments, and click Save.
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Documentation

Once the expectations are ready, you
may need to add documentation.
Click on “Documentation” in the menu
bar at the top.

To upload a file, click the Choose File
button. Once you have selected the
file, click the Add File button to attach.

This page may be used as a tool for
employees who cannot access the computer.
You should be able to print the Expectations
screen, have the employee sign it, scan it to
the computer, and then upload that scanned
file to this Documentation screen.
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Approvals

Once you’ve uploaded any necessary
documentation, it’s time to move on to the
Approvals screen.
Click on “Approvals” in the menu bar at the top
of the page.

Supervisors should see their name under
Evaluating Supervisor (Approver 1). To
sign the Planning Session, click the
Electronically Sign button to the right.
Once the supervisor clicks the
Electronically Sign button, the CPES system
will send an email to the Second Level
Evaluator (Approver 2 ),prompting them to
view the planning session.
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Approvals

Once a supervisor approves, they should
be able to see the approval date here.

If a supervisor needs to make a change to the Planning Session, they can push the
Unsign & Edit button. They should be able to do this even after the Second Level
Evaluator has signed; however, this will also unsign the Second Level Evaluator and
they will need to go in and sign again after all changes have been made.
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Approvals

Once both Evaluating Supervisor and Second
Level Evaluator have signed the Planning
Session, the Planning Session will need to be
sent to the employee. Either the first or
second level supervisor can click on the Send
to Employee button after both supervisors
have approved. Once that button is clicked,
CPES system will generate an email to the
employee prompting them to login to the
system to view their Planning Session. The
Planning Session is not complete until the
employee Electronically Signs.

What Supervisor Sees

What Employee Sees
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Employee Signature

While the employee signature is
pending, both supervisors will see this
information. This part will only need
to be completed if the employee
refuses to sign the Planning Session,
or if the Employee is out on Extended
Leave. If the employee is on
extended leave, a hard‐copy of the
Planning Session MUST be mailed to
their home address.

In the event that a supervisor has to
complete this section (see box to the
left), then check the appropriated
radio button, type in the date a paper
copy was mailed, and click on the
“Record Non‐Signature” button.
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Employee Signature

This is what the screen will look like
after the employee signs.

This is what the screen will look like if
the employee refused to sign or a paper
copy had to be mailed, and the “Record
Non‐Signature” button was clicked.

17

Printing a Planning Session

To print a paper copy of the Planning
Session, go to the Actions menu to the right
of the menu bar. By clicking on Print, the
system will create a PDF file of the planning
session, which you can then print out.

As the supervisor works each Planning
Session, the Status column on the home
page will reflect the progress for each
employee.
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Changing Supervisory Information

If either the Evaluating Supervisor or
Second Level Evaluator needs to be
changed, or if the employee supervisor y
question needs to be changed, click on
the edit button to the right.

To change either supervisor, click change.

To change the supervisory question,
check the appropriate radio button
and click Save. This should add the
Supervision expectation to the
Planning Session
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Changing Supervisory Information

Enter the last name of the supervisor
and click search.

Click the radio button for the
appropriate person and click
select.
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Changing Supervisory Information

The correct supervisor’s name should appear here. DO
NOT FORGET to click Save, or the change will not be
made. Once the Save button is clicked, the corrected
supervisor should see the employee’s planning session
under “Current Evaluations”
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Assigning a Proxy

In some cases a proxy may need to be assigned to
a Planning Session. The proxy is an individual who
will be able to view and edit the Planning Session,
but will not be able to sign.
To assign a proxy, go to the Actions menu and click
Assign Proxy.

Enter the Proxy’s last name and click the
Search button.
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Assigning a Proxy

Select the radio button for the appropriate
person and click the Select button.

The proxy will be listed and additional proxies
can be added by clicking on the Add selected
user button.

